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Maine Occupational information 
Coordinating Committee
NEWSLETTER 
November 1991
WHAT WORK REQUIRES OF SCHOOLS
The Secretary of the U.S. Department of Labor and the Secretary’s Commission on Achieving Necessary Skills 
(SCANS) has released three major conclusions from their conversations with business owners, public employers, 
managers, union officials and workers:
All American high school students must develop a new set of competencies and foundation skills if they are to 
enjoy a productive, full, and satisfying life. Whether they go next to work, apprenticeship, the armed services, or
college, all young Americans should leave high school 
with the know-how they need to make their way in the 
world. In this document, know-how has two parts: com­
petence and a foundation of skills and personal qualities. 
(See box at left.)
The qualities of high performance that today charac­
terize our most competitive companies must become the 
standard for the vast majority of our companies, large 
and small, local and global. By "high performance" we 
mean work settings relentlessly committed to excellence, 
product quality, and customer satisfaction. Decisions 
must be made closer to the front line and draw upon the 
abilities of workers to think creatively and solve problems.
The nation’s schools must be transformed into high- 
performance organizations in their own right. Despite a 
decade of reform efforts, we can demonstrate little im­
provement in student achievement. We are failing to 
develop the full academic abilities of most students and 
utterly failing the majority of poor, disadvantages, and 
minority youngsters. By transforming the nation’s 
schools into high-performance organizations, we mean 
schools relentlessly committed to producing skilled 
graduates as the norm, not the exception.
Contact the U.S. Department of Labor, Secretary’s 
Commission on Achieving Necessary Skills, 200 Con­
stitution Ave, N.W., Washington, D.C. 20210 Telephone: 
1 -800-788-SKILL for copies of the report.
_____ Workplace Know-How_____
The know-how identified by SCANS is made up of 
five competencies and a three-part foundation of 
skills and personal qualities that are needed for solid 
job performance.
COMPETENCIES-effective workers can produc­
tively use:
•  Resources-allocating time, money, materials, 
space, and staff;
•  Interpersonal Skills-working on teams, teach­
ing others, serving customers, leading, 
negotiating, and working well with people from 
culturally diverse backgrounds;
•  Information-acquiring and evaluating data, or­
ganizing and maintaining files, interpreting and 
communicating, and using computers to 
process information;
•Systems-understanding social, organization­
al, and technological systems, monitoring and 
correcting performance, and designing or im­
proving systems;
•Technology-selecting equipment and tools, 
applying technology to specific tasks, and 
maintaining and troubleshooting technologies.
THE FOUNDATION-competence requires:
> Basic Skills—reading, writing, arithmetic and 
mathematics, speaking and listening;
>Thinking Skills—thinking creatively, making 
decisions, solving problems, seeing things in 
the mind’s eye, knowing how to learn, and 
reasoning;
>Personal Qualities-individual responsibility, 
self-esteem, sociability, self-management, and 
integrity.
Save these dates:
June 22-23, 1992
14th MOICC Career Education/Career Information 
Conference at Central Maine Technical College 
Registration fee $125
Innovative, challenging speakers, great networking 
and a lot of fun I
State House Station 71, Augusta, Maine 04333-0071 
(207) 289-2331
CAREER OPPORTUNITIES NEWS
Career Opportunities News is an excellent resource 
for career and occupational information, up-to-date infor­
mation about educational programs, and reviews of new 
publications. Published 6 times per year, a one-year 
subscription is $30 ($25 prepaid). In these times of 
economic hardship, Career Opportunities News is great 
value for the money and recommended reading for all 
career development professionals. Write to Garrett Park 
Press, Garrett Park, Maryland 20896. (Telephone 
301/946-2553)
ICDM A BIG HIT!
The two Improved Career Decision Making (ICDM) 
workshops scheduled for this fall have been filled to 
capacity! The training team had a wonderful group of 
career development professionals attend the SMTC ses­
sion in October and looks forward to another great ses­
sion in December at Kennebec Valley Technical College. 
The training team consists of Catherine H. Van Dyke, 
consultant in career development from Camden; Denis 
E. Fortier, OIS Manager for the MOICC; Dr. Zark Van- 
Zandt, coordinator of counselor education for University 
of Southern Maine; and Glenn Mills, Senior Economic 
Research Analyst for the Division of Economic Analysis 
and Research of the Maine Department of Labor.
MAINE GUIDE TRAINING 
COMPLETED
The fall session of MAINE GUIDE training has been 
completed. Hank Lunn, developer of the curriculum, 
reports that 154 participants were trained in both com- 
ponenets of the curriculum: Building Blocks for the Fu­
ture (K-12) and Career Transitions for Adults.
The participants were divided into the following
categories:
Guidance and teachers
Elementary 20
Middle School 37
High School 41
Vocational Guidance or Directors 7 
Adult Education 15
Training and Development 25
Other 9
For additional information regarding the MAINE 
GUIDE, contact the MOICC.
The MOICC NEWSLETTER is published five times 
per year. Information for inclusion in NEWSLETTER 
should be sent to Catherine H. Van Dyke, editor, c/o 
MOICC, State House Station 71, Augusta, Maine 04333. 
Printed under appropriation number 010-12E-1200-152
COLLEGE CATALOG SERVICE 
IS IT NEEDED?
Question: Are counselors interested in a Microfiche 
College Catalog lending service? Recently, the MOICC 
received a letter from the Career Guidance Foundation 
(CGF), a non-profit organization specializing in publish­
ing Microfiche College Catalogs. If the MOICC were to 
purchase this service, would counselors order individual 
microfiche college catalogs from the Work/Education 
Resource Center for quick review by students and others 
interested in receiving more information regarding a col­
lege? We are interested in your thoughts on this 
proposed service. Please w rite  or call Stephen 
Thompson at the MOICC.
TANDY SL 1000 USERS BEWARE!
New programming changes by Houghton Mifflin and 
STM Corporation in their computerized career informa­
tion programs have created problems for TANDY SL 1000 
users. The problem involves the availability of 640K of 
RAM to load and operate these programs. Many schools 
have purchased TANDY SL 100’s with only 384K of RAM. 
Your machine needs to be upgraded. Many of the old IBM 
PC XT’s are experiencing the same problem. These early 
IBM machines only had 256K of RAM. Also, check the 
autoexec.bat files on your computers. In working with 
several schools, MOICC staff have found that many 
machines do not have an autoexec.bat file with path 
names to a DOS directory. In order to operate many 
programs, your machine needs to be properly con­
figured. Two useful commands for DOS users are the 
VER and CHKDSK commands. Check with your local 
computer expert.
MAINE LMI AND CHOICES/ 
CHOICES CT
In the current versions of CHOICES for high school 
and CHOICES CT for adults, users will find the inclusion 
of State of Maine labor market information. This informa­
tion includes (1) statewide employment projections, (2) 
substate projections for six areas, and (3) hourly wage 
data for 250 occupations. Users of CHOICES CT will find 
lists of related Maine State Government Occupations for 
each CHOICES CT occupation title. This information 
includes (1)state job title, (2) position count as of August 
1991,and (3) minimum/maximum salaries. As you view 
the state government titles, you will find related jobs that 
may require more or less training/education than the 
CHOICES job title. Having a broad list allows users to 
understand all the related career possibilites working for 
state government. For actual job openings, one must 
contact a local job service office or the Human Resources 
Department in the State Office Building in Augusta.
TOP 40 CAREER HITS IN MAINE
The MOICC has published an exciting 3-part career information resource, 
TOP 40 CAREER HITS IN MAINE. The resource consists of an eye-catching 
poster with the TOP 40 careers arranged by annual average openings, educa­
tional levels, math skill required, and salary levels; a user guide; and a facilitator’s 
guide which includes TOP 40 careers in 6 regional areas of the state and activities 
for using the information with clients and students.
All school counselors in the state will be sent a copy of the publication. Contact 
Stephen Thompson at MOICC for further information.
WERC SUBJECT LISTINGS
At last, Subject Listings for the Work/Education 
Resource Center (WERC) are available. Please 
send in the request form to receive a copy. In the 
interest of saving on printing costs, please be 
thoughtful about your choices. Mail to WERC, 
State House Station 71, Augusta, ME 04333.
CAREER PLANNING PORTFOLIO
In a collaborative effort, the American School Coun­
selor Association (ASCA) and the National Occupational 
Information Coordinating Committee (NOICC) are 
producing a Career Planning Portfolio, a practical guide 
to career planning that incorporated NOICC’s guidelines 
for career development with the goals and activities of a 
comprehensive school counseling program. The Maine 
Occupational Information Coordinating Committee 
(MOICC) is assisting in this effort, working with Dr. Zark 
VanZandt of the University of Southern Maine and Nancy 
Perry, State Guidance Consultant and President of 
ASCA.
The Career Planning Portfolio is envisioned as an 
individualized career decision-making packet, similar to 
a cumulative folder, that would accompany a student 
from middle school through graduation. The portfolio 
promotes an individualized approach to education- 
al/guidance programs. The portfolio will be developed to 
accommodate various school structures, so that it could 
be initiated as soon as the 5th grade or as late as the 7th 
grade.
The portfolio will be tested at pilot sites during school 
year’92-’93. Contact Dr. Zark VanZandt 207/780-5071 for 
further information.
TOP 40 CAREER HITS 
GROUPED BY SALARY LEVEL
$50,000 and above
31 Physicians & Surgeons
37 Lawyers
$35,001 to $50,000
2 General Managers & Top Executives
23 Food Service & Lodging Managers
$25,001 to $35,000
17 Sales Reps, Exc.Scientific & Retail
19 All other Managers & Administrators
20 Teacher, Elementary
27 Accountants & Auditors
29 First Line Supervisors, Clerical
38 Teachers, Secondary
$15,001 to $25,000
8 Registered Nurses
9 Bookkeeping & Accounting Clerks
10 General Secretaries
11 Carpenters
13 Farmers
14 Truck Drivers, Heavy
24 All Other Helpers, Lavorers, Movers
25 Maintenance Repairers, General Utilities
26 First Line Supervisors, Sales
28 Licensed Practical Nurses
30 Hairdressers
32 Cooks, Restaurant
33 Painters & Paperhangers
40 Plumbers, Pipefitters, Steamfitters
$15,000 and below
1 Salespersons, Retail
3 Janitors & Cleaners, Exc. Maids
4 Nursing Aides & Orderlies
5 Cashiers
6 Stock Clerks, Sales Floor
7 Maids & Housekeeping Cleaners
12 General Office Clerks
15 Gardeners & Groundskeepers
16 Waiters & Waitresses
18 Food Preparation Workers
21 Child Care Workers
22 Guards & Watch Guards
34 Cleaners & Servants
35 Receptionists, Information Clerks
36 Truck Drivers, Light
39 Instructors, Nonvocational Educ.
WERC SUBJECT LISTING REQUEST
Name
Agency
Mailing Address 
City
State Zip
_ _  Self-Esteem
____ Decision Making
_ __Job Search Methods
Occupational Information 
____Jobs of the Future
MAINE PRE-APPRENTICESHIP PROGRAM
Pearley LaChance, Director of Apprenticeship Training, Maine Technical College System has released a document 
Maine Pre- Apprenticeship Program: School-to-Work Linkage which describes a new program available to high school 
students interested in exploring any of the 180 + apprenticeable occupations in Maine.
Motivated high school juniors and seniors are selected and interviewed by a team of high school staff members. 
Acceptance into the program is based on the evaluation of the student’s academic and attendance records and 
whether the student has appropriate aptitudes for the occupation. Next, the student is interviewed by an employer. 
The decision to hire the student is the responsibility of the sponsor. Student’s wages are paid entirely by the sponsor. 
Students in the program work an average of 20 hours a week or a minimum of 250 to 1000 hours during the length of 
the program.
Upon graduation, if both the employer and the pre-apprentice are in agreement, he/she is hired full-time and is 
registered as an apprentice.
The Pre-Apprenticeship Training Program provides selected students:
1. From 250-100 hours exposure on the job
2. related classroom training that will meet graduation requirements and entry into Apprenticeship
3. an opportunity for students who are not immediately college bound at graduation from high school to serve 
an Apprenticeship and earn college credits applicable toward an associate degree
The Pre-Apprenticeship Training Program provides employers:
1. a pool of workers who have demonstrated qualifications needed for entry into an Apprenticeship Program
2. a job entry level work force
3. time to assess a student’s potential skills and abilities to succeed in an Apprenticeship Program
4. a means of offsetting the high cost of training especially for small businesses and industries struggling to 
expand and compete with larger firms
If you are interested in more information, contact Pearley LaChance at 207/289-1070.
APPRENTICE OCCUPATIONS FROM TOP 40 CAREER HITS IN MAINE
Eighteen occupations from TOP 40 Career Hits in Maine are jobs in which the training may be obtained by becoming 
an apprentice. The ranking is by number of annual average openings to the year 2000.
TOP 40 
Ranking
Occupation
4
8
9
10 
11
13
14 
18 
21 
22 
25
27
28 
30
32
33 
40
Nursing Aides & Orderlies
Registered Nurses
Bookkeeping & Accounting Clerks
General Secretaries
Carpenters
Farmers
Truck Drivers, Heavy 
Food Preparation Workers 
Child Care Workers 
Guards & Watch Guards 
Maintenance Repairers 
Accountants & Auditors 
Licensed Practical Nurses 
Hairdressers & Cosmetologists 
Cooks, Restaurant 
Painters & Paperhangers 
Plumbers, Pipefitters, Steamfitters
Source: TOP 40 Career Hits in Maine, MOICC, 1991
CLERICAL AND ADMINISTRATIVE SUPPORT
OCCUPATIONS
TITLES
1988
EMPLOYMENT
2000
EMPLOYMENT
PERCENT
CHANGE
CLERICAL/ADMIN SUPPORT OCCS 88,027 99,032 12.5
Insurance Adjusters 528 702 33.0
First Line Supervisors, Clerical 4,780 5,681 18.8
Bill & Account Collectors 431 530 23.0
Hotel/Motel Desk Clerks 916 1,109 21.1
Teacher Aides 1,690 2,069 22.4
Legal Secretaries 1,732 2,215 27.9
Medical Secretaries 988 1,567 58.6
General Secretaries 11,963 14,095 17.8
Receptionists, Information Clerks 2,769 3,657 32.1
Word Processors 976 1,198 22.7
Computer Operators 916 1,198 30.8
Dispatchers 1,066 1,264 18.6
Source: Maine Department of Labor, Division of Economic Analysis and Research,
OES Projections Series 1988-2000
Past issues of NEWSLETTER contained articles focusing on managerial, professional, and 
sales occupations. The table above depicts clerical occupations which are projected to ex­
hibit greater than average growth by the year 2000. As a group, clerical occupations in 
Maine will comprise 14 percent of total employment in the year 2000. This group repre­
sented 15 percent of total occupational employment in 1988. Although clerical jobs are ex­
pected to decline as a share of total employment by the turn of the next century, the 
number of people employed in this sector will actually increase as indicated by the data.
The growth rate of 12.5 percent is slower than the projected 16.6 percent increase for all oc­
cupations. The major factors accounting for this slower than average projected increase for 
clerical and administrative support occupations are technological innovations and greater 
utilization of office automation. By and large, clerical occupations involving considerable 
contact with people will not be affected by office automation as greatly as others.
UPDATED MICRO-OIS 
NOW AVAILABLE
The MicroOIS contains occupational demand data to 
the year 2000 contrasted with institutional supply as of 
June 1990. Any school or agency with an IBM or 
equivalent clone with a hard disk and a minimum of 384 
K of RAM can utilize the system directly. New projections 
capabilities utilized by the Division of Economic Analysis 
and Research have also resulted in substate data ar­
ranged by county groups. This data will complement the 
statewide supply/demand analytical units. MOICC staff 
will be contacting all technical colleges, secondary tech­
nical schools, and Jobs Training offices in the near future 
to set up a delivery and training schedule. Any informa­
tion about the MicroOIS may be obtained by calling Denis 
Fortier, 289-2331.
RECENT PRESENTATIONS
Denis Fortier recently provided an overview of current 
occupational projections and a look at the college’s 
ability to meet the demands of an increasingly tech­
nological work force to Thomas College’s Department 
chairs.
"What Employers Expect" was the title of a teacher 
workshop at Wiscasset High School held on October 
4th. As part of a panel, Denis Fortier presented informa­
tion from recent surveys regarding the basic skills which 
new workers will need to possess in order to survive and 
prosper in the new economy. Other members of the panel 
included representatives from Central Maine Power 
Company, Bath Iron Works, the Maine Metal Products 
Association, and the Department of Technology Educa­
tion at the University of SouthernMaine.
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The Middle Aging of the U.S. Work Force
Source: Workforce 2000, 1987
